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I. Creating a User Account
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If you have never logged into the Online Business Service Center, you will have to
create a login account.

If you already have an account, you can sign in as-usual.

To begin, click “Create a User Account” next to the red arrow.



I. Creating a User Account

PROVIDE YOUR INFORMATION PICK A PASSWORD DONE!

|
|

First, enter your personal details:
Role:*

Name:*

Street Address 1.:*
Street Address 2
City:*

State:*

Zip Code:*
Country:

Mobile Number:

Email Address:*

Other » ich role should | sels

TEST USER

123 Test Street
Burington

Protect your business identity.
Vermont B Want to be informed anytime

your record with us is

changed? Let us send you a
05402 text message to your mobile

phone.
United States B

3

catriona.brosius@vermont.gov '

(e.g. john@gmail com)

Step 1. Provide Your Information:
Fill in all required fields and click “Continue”



I. Creating a User Account

[
1 PROVIDE YOUR INFORMATION 2 > PICK A PASSWORD ‘ 3 DONE!

Y
{
| Choose your User ID |
{
{
| Enter Your Desired User ID:*  TestUser TestUser is available
|
|
| Choose your password
4
Password * eeesssse e Weak

{ Re-enter Password:* | 000000

Setting a security question:
Please select a security question
Security Question:* ' What school did you attend for sixth grade? B
Your Answer:* CHMS

(This is the answer you will need to remember, in case you forget your password)

Step 2. Pick a User ID and Password:

When you enter a User ID, the system will check to see if it is available.

The system will measure the strength of your password as you type it.

Usernames may be a maximum of 9 digits.

Fill in all required fields and click “Create my Account”



I. Creating a User Account

> T

Congratulations TEST USER

: i Your Account has been created successfully, Please note the information below.

: i User ID: TestUser
Email Address: CATRIONA.BROSIUS@VERMONT.GOV

0 AppStore

“"Download your pBox app from Apple ITunes store and get all of your office document right on your phone!”

........

Step 3. Done!

Click “Print Login Details” if you want to download a PDF of your login details.

If you would like to log into the system right away, click “Login”

You will receive an email confirmation that your account was created successfully.



l. Creating a User Account

You have successfully Registered with CORPORATIONS DIVISION ONLINE FILING PROCESS.
noreply@VTChemicalDisclosureProgram

Fri $/6/2016 9:29 AM
Sromus, Cavons

Dear Test Manufacturer,

Your request was received and an account has been created for you with the details you have fumished. Every effort will be made to

respond 1o your requests promptly
Below are the details of your account

Client ID: 000142608
Client Name: Test Manufacturer
User ID: UserTestl

You can access the CORPORATIONS DIVISION application using the following link
http/www vtsosonline com

Thanks,
Corporations Division
802-828-2386

NOTE
- This is an automatically generated message
- Please do not reply to this email

This is an example of a confirmation email.

Emails from the online system will come from
noreply@VTChemicalDisclosureProgram.



ll. Changing your password

o

VERMONT  Secretary of State [ ERmuERe o
Main Menu
Welcome Test Manufacturer Last Login : 05/31/2016 10.45 AM Tuesday, May 31, 2016  LOGOUT
Reminders

All comespondence with the Secretary of State’s ofice will be stored in your system inbox. You may access your receipts.
comespondences, and notices directly below or by clicking on Tnbox to your left

x Recent Filing History
ﬁ MOST FREQUENT ONLINE SERVICES

(@ VT SEC OF STATE ONLINE SERVICES
VT DEP'T OF TAX ONLINE SERVICES Filing Number Filing Type Business Name Filing Date/Time:
(] VT DEP'T OF HEALTH ONLINE SERVICES No records to view.

é VT DEP'T OF LABOR ONLINE SERVICES

(8 TRANSACTION DETALS - )
9 e & '0

LOGOUT
Notices Correspondence Receipts

© 2012 PCC Technology Group, LLC, WEBSTE. Report a Problem?

Changing your password can be done after you log into the system.

Under “My Activity” in the left menu, click “My Profile.”

You may need to click to expand the “My Activity” menu in order to see the options
under it.



Il. Changing your password
Vermont Secretary of State c&
CORPORATIONS DIVISION JIM CONDOS ‘_j
L
Main Menu
48 MyacTvTY Welcome Test Manufacturer Last Login : 05/31/2016 10:45 AM Tuesday, May 31,2016 LOGOUT
S Bivee Account Maintenance
© My Profile Change Account Information:
© My Businesses UserID* | ycarTestt
© My Recent Activity
ol Desnbdeid Email Address *  CATRIONA.BROSIUS@VERMONT.GOV Client Name.*  Test Manufacturer
(@ MOST FREQUENT ONLINE SERVICES Passwod” qeanennee
E Re-enter Password *
(@ VT SEC OF STATE ONLINE SERVICES
(@] VT DEPT OF TAX ONLINE SERVICES. Mobsle Number
(] VT DEP'T OF HEALTH ONLINE SERVICES Address:
(6] VT DEP'T OF LABOR ONLINE SERVICES Street Address 1.* 123 Test Manufacturer Street Street Address 2
(@) TRANSACTION DETAILS City:*  Burington State:* | Vermont -
[ Zip Code:* 05402 Country: | United States -
& Locout In case you forget your password, you will be asked to provide the answer to your security question
Security Question * = What school did you attend for sixth grade? Fl
Your Answer *
["] Indicates Required Fieid
©2012 PCC Technology Group, LLC. WEBSTE: Report a Problem?

Type your new password into both password fields, then click save.



lll. Entering the CDP Application
=

>

S . - Vermont Secretary of State ,
VERMONT  Secretary o State JIM CONDOS ‘;’
Main Menu
& WY ACTIVITY Welcome TEST USER Last Login : 0S/0672016 09.08 AM Friday, May 06, 2016 LOGOUT
(@ MOST FREQUENT ONUINE SERVICES oitias
(@ VI SEC OF STATE ONLNE SERVICES AN comespondence wth the Secietary of Stata's office will be stored in your system inbox. You may CCess your receipts

comespondences, and nctices drectly below or by clicking on Tnbox’ 10 your left
(] VT DEPT OF TAX ONLINE SERVICES.
—
(6] VT DEPT OF HEALTH ONLINE SERVICES ‘
Recent Filing History
ctrtssmtrd ot Business uce TAX LABOR
VI DEP'T OF LABOR ONLINE SERVICES.
Faing Numbe " Business N Fing Date Ty
S = g Number g Type s Name a0 Date Tume
r
Q wewe
@ Locour
VAP =
@ - -
Notices Comespondence Recepts
@0 PCC ue, wessTE Report s Problem”

After you have logged in using the User ID and Password you created, locate “VT
DEP’T OF HEALTH ONLINE SERVICES” on the left menu and click on it to expand it.

Then click “Vermont Department of Health Chemical Disclosure Program” to go to
the Chemical Disclosure Program Application.



lll. Entering the CDP Application
-

4 Note: System wit 09 o after 30 minuts of Inacty

=]

When you get to the CDP Application, you will see this alert.

The system will log off if your screen is idle for 30 minutes.



IV. Dashboard

=
7~ VERMONT

DEPARTMENT OF HEALTH {80201 el s

Main Menu

Click heve 1o expand the meny | Welcome Test Manufacturer Last Login : 05062016 09 26 AM

(G] VERMONT DEPARTMENT OF HEALTH Dashboard
CHEMICAL DISCLOSURE PROGRAM

Friday, May 6, 2016 LOGOUT

My Disclosures

Disclosure 1D ChemiceiName  SubmieqBy genvioctwer Mendiacthwer  WadeAssocietion WadeAssocketion  peseeme Detats
No records 10 view

© conmacTus

n GUIDANCE FOR MANUFACTURERS

REPORTING INSTRUCTIONS.

VERMONT DEPARTMENT OF HEALTH

[# LoGout

After clicking "Report a Problem”
Contact Information scription of your
For avsistance while using ot of the page you
the online teporting Il be sent so that
oywlem elp you with the issue.

©2012 PCC Technoiogy Group, LLC, A Rights l-w.-‘!zwqulumv’w\(-ﬁv'),'m el aoxers AMT DMCherme 208 : £ALeFT R e mart 220 lu-—— @ be 3 e o3 W€ tao tuamess Omy  Repart 8 Problem?

From this screen, you can view your submitted disclosures. There is nothing here
right now because nothing has been reported yet.

Depending on the browser you are using, the Vermont Department of Health

Chemical Disclosure Program menu on the left may stay expanded, or you may have
to click to expand it.

Other features on the dashboard:
Contact Us — If you need to contact the program, you can use the contact information

at the bottom of the screen or click “Contact Us” on the left menu to view our
contact information.

Report a Problem — If you need to report a problem with the online system, please
click “Report a Problem” on the bottom right of the screen.
When you click “Report a Problem” the system will allow you to send a message to

the program, and the message will include a screenshot so that we can view the
screen you need help with.

We recommend that you use the phone number to contact us if you have an urgent
issue.

11



V. Create a Profile

P e , |
DEPARTMENT OF HEALTH | [ LT

Main Menu

Welcome Test Manufacturer Last Login : 050672016 10 02 AM Friday, May 6, 2016  LOGOUT

VERMONT
CHEMICAL DISCLOSURE PROGRAM
Dashooard My Disclosures

Click here to begin

B ou Fro. making your profile Disclosure 10 ChemicalName  Submated By o' ,.":,:', DateTime Detats

Name 0

: No records (o view
© conmactus

) GUIDANCE FOR MANUFACTURER'S
(6] REPORTING INSTRUCTIONS

(6] VERMONT DEPARTMENT OF HEALTH
[ Losour

Before you begin submitting disclosures, you will need to create a manufacturer
profile or a trade association profile.

This is separate from the site login information you provided when you created your
account.

Click “Manage Profile” on the left menu to get started.

12



V. Create a Profile

P Manutacturer | Trade Associaton
© Manage Protie

7~ VERMONT M
DEPARTMENT OF HEALTH

Main Meau Weicome Test Manutscturer  St€P 1 Last Login : 051052016 10.02 AM
ick heve to creste & Click hete to create a
(] VERMONT DEPARTMENT OF HEALTH IR e e
CHEMICAL DISCLOSURE PROGRAM ’ Pacas o

Manutacturer 10

& Amena Chemcal Disciosure
© contacTus

) GUIDANCE FOR MANUFACTURERS
(] REPORTING INSTRUCTIONS.

(@] VERMONY DEPARTMENT OF HEALTH
@ 106ouT

Manutacturer Name

No records 1 view

Step 2

Friday, May 6, 2016 LOGOUT

eduarce ue, PR

The first step in creating a profile is to tell the system whether you are a

Manufacturer or Trade Association by clicking the appropriate tab.

Then click on the “Click to Create Profile” link.

13



V. Create a Profile
Manufacturer Profile

SN Weicome Test Manulacturer Last Login : 0S/06/2016 1002 AM Friday, May 6, 2016 LOGOUT
(G VERMONT Profile Creation
CHEMICAL DISCLOSURE PROGRAM
e Manutacturer Information
Name of Manufacturer *  Test Manufacturer °
Physical Address of Manutacturer @
© conmacTus Address e 1 123 Test Manutacturer Street Address line 2
) GUIDANCE FOR MANUFACTURERS Gty Buriington State *  Vermont
(6] REPORTING INSTRUCTIONS Country * | United States v Zip Code: * (05402
(6] VERMONT DEPARTMENT OF HEALTH Contact Person Information
& Locour Name: * [Test Manutacturer Contact %)
Address e 1° | 234 Test Contact Street Address ke 2
City Burington State Vermont
Country * | United States . Zip Code: * 05402
Emal * catriona brosius@vermont gov (] Phone * (802) 123-1234 (2]
Do you want to select 3 Trade Association who can report a Chemical Disclosure on your behalt Yo @ * N @
o o

©2012PCC Techackogy Group, LLC, A8 Rights Reserved

Creating a Manufacturer Profile:

Fill in all required information.
You will not be able to change the Name of Manufacturer field once the profile is
created so be sure to type it correctly.

If you want to select a trade association to report on your behalf, you can do so on
this screen.

Select “Yes” at the bottom of the screen and click “Continue.”

If you do not want to select a trade association, select “No” and click “Continue.”

14



V. Create a Profile
Adding a Trade Association
S - Wekcome Test Last Login : 05/0572016 11 00 AM Friday. May 6, 2016 LOGOUT
(] VERMONT DEPARTMENT OF WEALTH Manufacturer Profile Creation
CHEMICAL DISCLOSURE
Manutactures Informaton
Nome of Manuacturer: * | Test Manufactun °
Physical Address of Manutacturer
© coNmacrus "ed
) GUIDANCE FOR MANUFACTURERS. e
(& REPORTING NSTRUCTIONS. Jneed States . 2 Code: * 05402
(B VERMONT DEPARTMENT OF HEALTH Contact Person Information
= Losout Name: * | Test Manutacturer Contact o
tate
Zip Code * 054
C 7 o Phoe 4 )
» - wermical D ) )
Search Trade Association
Trade Assocation Name * Test m o
Selct Trade Assockton 0 Trade Associaton Name Assress
Teat Trade Assctiation 2 2 TA STREET. BURLINGT A
Page 1641, recordn 110101 1
(-]
smurc [rr Emat 20

A trade association must already have a profile in the system in order for a
manufacturer to add them.

To add a trade association, type the name of the trade association that you would like
to select, and click “Search.”

If the trade association already has a profile, their name will appear in the bottom of
the screen.

Select the trade association and click “Add” and then click “Continue.”

15



V. Create a Profile

Review Screen

7~ VERMONT
DEPARTMENT OF HEALTH & - @18 et

Wiiey Wow Welcome Test Manufacturer Last Login : 06/22/2016 12.16 PM Wednesday, June 22, 2016 LOGOUT
Update Profile

Manufacturer Information
Name of Manufacturer  Test Manufacturer
Physical Address of Manufacturer
Full Address. 123 Test Manufacturer Street, Burlington, VT, 05402, USA
Contact Person Information
Name Test Manufacturer Contact

Full Address 234 Test Contact Street, Burlington, VT, 05402, USA

Email catriona.brosius@vermont.gov
Phone: (802) 1231234
Contact Person Information

Do you want to select a Trade Association who can report a Chemical Disclosure on your behalf  * Yes No

Trade Association

Trade Association ID Trade Association Name

15 Test Trade Association 2

Review your information to make sure it is correct.
If you need to change anything, click the “Back” button.

If everything looks good, click on the “Click Here to Save Your Profile” button.



V. Create a Profile

Manufacturer Profile Created Successfully

/*’«.VERMONTM
DEPARTMENT OF HEALTH

Main Menu

Welcome Test Manufacturer

Last Login : 05/10:2016 08 35 AM Tuesday, May 10, 2016 LOGOUT
" VERMONT DEPARTMENT OF HEALTH

Profile Created Successtully
CHEMICAL DISCLOSURE PROGRAM

Thank you for creating a manutacturer profile with Veermont Depatment of Health

Do you want to report 3 Chemical Disclosure now?

) GUIDANCE FOR MANUFACTURERS
(& REPORTING INSTRUCTIONS

(&) VERMONY DEPARTMENT OF HEALTH
[§ rocour

© 2012 PCC Tochstogy Group, LLC A Rights Rleserved For het Suring business hours ¢ad 6038637435 _Emad AGtress ANS \DHCheme a0 baurePooramvermant ooy Al emals 8 be st werd wihn two buaness days Regort 8 Problem?

Manufacturer Profile Created Successfully — You will see a confirmation screen when
your profile has been created successfully.

If you would like to immediately report a chemical disclosure, click “Yes” on this
screen.

If you click “No” you will return to the dashboard.



V. Create a Profile

Trade Association

7~ VERMONT
DEPARTMENT OF HEALTH | (o0 Hetiis
i Weicome Catriona Last Login : 06/22/2016 0128 PM Wednesday, June 22, 2016 LOGOUT
ﬁmmmwm ‘
‘CHEMICAL DISCLOSURE PROGRAM Profile

Step 1 - Click the Trade
b

Trade Association ID Trade Association Name

NO records 10 view.

Click here to Create Profile

Step 2 - Click Here

To create a Trade Association profile:

After clicking “Manage Profile” on the left menu, click the Trade Association Tab, then
click “Click here to Create Profile”



V. Create a Profile

Trade Association

7~~~ VERMONT
DEPARTMENT OF HEALTH |4 (e L0

Main Menu

Welcome Catriona Last Login : 06/22/2016 01.28 PM Wednesday, June 22, 2016 LOGOUT
(] VERMONT DEPARTMENT OF HEALTH Trade Association Profile Creation

CHEMICAL DISCLOSURE PROGRAM
& Dashboard Trade Association Information

Name of Trade =~ -
Association * Test Trade Association

Physical Address of Trade Association @

Address line 1* | 123 Test TA Street Address line 2
City* | Burlington State: * | Vermont
Country: * | United States v Zip Code: * 05402

Contact Person Information @

Name * Test TA Contact o
Address fine 1:* | 234 Test Contact Street Address line 2
City.* | Burlington State * | Vermont v
Country: * | United States v Zip Code. * 05402
(802) 123-12:
Emat ,toamona brosius@vermont gov P ,°so ) 123-1234
©2012PCC us 7455
Beport s Probless?

Fill in all required information.

You will not be able to change the “Name of Trade Association” field once the profile
is created so be sure to type it correctly.



V. Create a Profile
Trade Association

7~~~ VERMONT
DEPARTMENT OF HEALTH (L. {0

st Jend Wekcome Catriona Last Login : 062272016 01.28 PM Wednesday, June 22, 2016 _LOGOUT
(6] VERMONT DEPARTMENT OF HEALTH Trade Association Profile Creation

CHEMICAL DISCLOSURE PROGRAM
® Dashboard Trade Association Information

Name of Trade 1444 Trade Association
Association

Physical Address of Trade Association
Full Address 123 Test TA Street, Burlington, VT, 05402, USA
Contact Person Information
Name Test TA Contact

Full Address: 234 Test Contact Street, Burlington, VT, 05402, USA

(802)
Emal catriona.brosius@vermont.gov Phone: 123

124

©2012PCC Technoogy uc.

Review your information to make sure it is correct.

If you need to change anything, click the “Back” button.

If everything looks good, click on the “Click Here to Save Your Profile” button.

20



VI. Report a Chemical Disclosure

»~ VERMONT M
DEPARTMENT OF HEALTH

Last Login : 05/10/2016 08 35 AM Tuesday, May 10, 2016 LOGOUT

] veRmont
CHEMICAL DISCLOSURE PROGRAM
My Disclosurs

Trade Association
Disclosure 10 ChemicalName  Submitted By ' e ) Date/Time Detass
i :«m

0 begin
1epofting heman

No reconds 10 vew

©2012 ACC Teehnokogy Grewg, LG,

To report a chemical for the first time in a reporting period, click “Report Chemical
Disclosure” on the left menu.

If you don’t see that menu option, you may have to click on “VT Department of
Health Chemical Disclosure Program” at the top of the menu to expand it.

21



VI. Report a Chemical Disclosure

Chemical Disclosure
o) v
Q e-=-4

Any incomplete disclosures will be lost upon leaving this page. Complete and pay for all dis:

Chemical Disclosure

Manufacturer Test Manufacturer @

£ Any incomplete disclosures will be lost upon leaving this page
Complete and pay for all disclosures before navigating away from this page

oK

Ml

L) -

Add Data for this Chemical to my Dscosure [2]

When you get to the “Report a Chemical Disclosure” screen, you will see a pop-up
message alerting you that your data is not saved until you pay for your disclosure. In
other words, if you click away from this screen in the middle of a chemical disclosure,
your data will not be there when you return.

If you are concerned about having enough time to create your report, you can just
add your product model/brand name excel file, one component, function, brick,
and concentration; then pay. You can come back to that report to add more
information by using the Amend function (which is explained in part VIIl. Amending
a Chemical Disclosure).

22



VI. Report a Chemical Disclosure

Reporting as a Manufacturer Reporting as a Trade Association

‘Chemical Disclosure Chemical Disclosure
Q vz Q=4

his page. Complete and pay for all disclosures before navigating away from this page. Any incomplete disclosures will be lost upon leaving this page. Complete and pay for af

Chemical Disclosure Chemical Disclosure

Manufacturer Test Manufacturer @

Manufacturer: * [ -Select-- ‘@
Chemical Abstracts Services Registry =
Number (CAS) Chemical tame - _“Select o Chemical Abstracts Services Registry Number | Test Manufacturer o
“Select- (CASY Chemical Name:*
Click Here 1o downioad the Brand Name and | 50-00-0 Formaldehyde
62-53-3 Aniline Click Here to download the Brand Name and Product Model Excel upload lemp‘a!ee
Upload Brand Name/Product Mode! Excel | §2.75.9 N-Nitrosodimethylamine
File: |71.43.2 Benzene Upload Brand Name/Product Model Excel File
What s the chemicar's pamary 75-07-0 Acetaldehyde What i the chemical's prnmary
fenclion In e prochect?:” **_|75-09-2 Methylene chioride function in the product? | “Select- L]
75-15-0 Carbon disulfide -
? 78-93-3 Methyl ethyl ketone Which component of the product has What j
Whih component of the _Select- v ¢
product has the chemicar?+ | “Select- | 79-34-5 1,1,2,2-Tetrachloroethane the chemical?* | ~Selec @ com s
79-94-7 Tetrabromobisphenol A
80-05-7 Bisphenol A Brick *

-Select- 9
Brck®  -Select- |84-66-2 Diethyl phthalate

84-74-2 Dibutyl phthalate
84-75-3 Di-n-hexyl Phthalate
85-44-9 Phthalic anhydride

If you are a trade association, the manufacturer(s) who have added you will be
available in a dropdown list and you must select one before selecting a chemical.

Start by selecting a chemical from the dropdown list. In this example, we are
reporting Vinyl Chloride.

23



VI. Report a Chemical Disclosure

Brand Name /Product Model Excel Upload
T I —

2~ VERMONT |
DEPARTMENTOFHEALTH e s S sy eyl

Main Menu

Opening Vermont_Department_of_Heaith Chemical Disclosure_Produc &5
VERMONT DEPARTMENT OF HEALTH

v hosen to open:
CHEMICAL DISCLOSURE PROGRAM kst
0 _ont_Department_of_Health (hemical Disclosure_Productsdsx
© cowtAcTus
which & Microsoft Excel Worksheet (8.4 KB)
- ‘GUIDANCE FOR MANUFACTURERS from: Mtp//vedohuat pectg net
(@ REPORTING MSTRUCTIONS. What should Firefox do with this file?
(@] VERMONT DEPARTMENT OF HEALTH © Qpenwith | Microsoft Excel (defaul)
@ LoGouT el

Do this gutomatically for fles ke this from now on.

Cancel

Click Hare to download the Brand Name and Product Model Excel upioad template @

Upload Brand Name/Product Model Excel File

What is the chemical's primary function in

the product? * Select
Which component of the product has the =]
chemical?+ | “Select e
2 Seiect e

®20127CC uc, 2637455

The next step is the Brand Name/Product Model Excel upload.

If you haven’t already downloaded it from the Chemical Disclosure Program website,
click to download the Excel template.

If you were actually reporting vinyl chloride, you would fill out this template with the

brand name and product model combinations for all of your children’s products that
contain the Vinyl Chloride.

Note —Do not change the column headings in the file or it will not be accepted when
you upload it. You may rename the file.

24



VI. Report a Chemical Disclosure

Brand Name /Product Model Excel Upload

Maln Menu Wekome TESTUSER Last Login : 04/13/2016 0253 PM Wednesday, April 13, 2016 LOGOUT

VERMONT DEPARTMENT OF HEALTH Chemical Disclosure
CHEMICAL DISCLOSURE PROGRAM

© conmactus O » . n
[0} GUIDANCE FOR MANUFACTURERS =

REPORTING INSTRUCTIONS

VERMONT DEPARTMENT OF HEALTH
[# LOGOUT

/g this page. Complete and pay for all disclosures before navigating away from this page.

Chemical Disclosure

urer Test Manufacturer @

Chemical Abstracts Set Y
Tamber (CASY Cremcaitiamer. | 75-014 Viny hloride ‘o
K Hen e Brand Name and Product Model Excel upload tempiate @

Upioad Brand Name/Product Model Excel
Flie :

What s the chemicar's primary

functon in the product?+ | “Select
Which component of the
product has the chemicar+ “Select o
Brick*  -Select ‘e

©2012 PCC Technology Group, LLC, AN Rights Reserved For help during business hours

Al emails will De answered witun two business Gars
Beporta Probiem?

Once you have filled out the excel file and saved it to your computer, click “Select
File” to locate the file in your computer folders.

Click “Upload” on the screen to upload the file.

If your brand name/product models do not all fit on one excel sheet (if you need

more rows than the capacity of an excel sheet), upload a second excel after the first
one successfully uploads.

If the file has hundreds of thousands of rows, the upload may take a few minutes.

When the file has successfully uploaded, the name of your file will appear to the right

of the upload button and you will see a pop-up message telling you that the file was
uploaded successfully.

25



VI. Report a Chemical Disclosure
Function Set

T
7~ VERMONT

DEPARTMENT OF HEALTH L«

Main Mony Welcome Test Last Login : 05/10/2016 10 57 AM

(] VERMONT OEPARTMENT OF HEALTH K Chemiical Disclosure
CHEWCAL DSCLOSURE PROGRAW ’
o v,
Q=4

© conmcrus © navigating sway from i page

Tuesday, May 10. 2016 LOGOUT

) GUIDANCE FOR MANUFACTURERS
Chemical Disclosure
REPORTING INSTRUCTIONS

VERMONT DEPARTMENT OF NEALTH

= Locout AS) Chemsc al Name 4 Viny o o

© 3012 POC Tachmsiogy Groug. LLC. A8 Mghts Mamerved For belp Suring Sunens hours ¢ 003563, 1455 et A03wes A13

4 oot w2 s Beeon s Probiem?

The next step in the disclosure process is providing function sets.

The function set is what we call the combination of function, component, brick, and
concentration that describes a chemical’s use in a product.

The function set combinations describe a chemical’s use in a product, or group of products.

After you have selected a function, component, brick, and concentration from the dropdown

menus, indicate whether the information is trade secret by selecting yes/no in the dropdown.

Click “Add Data for this Chemical to my Disclosure” and the information you have selected
will appear at the bottom of the screen.

If you want to continue adding data for a chemical, simply add functions, components,
concentrations, and bricks until you are done.

Click the “Add Data for this Chemical to my Disclosure” button after each time you add more
data.

If you have finished adding data for a chemical and you are not going to disclose data for
another chemical, click “Save this Disclosure and Pay.”

If you have finished adding data for a chemical and you need to add data for a different
chemical, click “Save this Disclosure and Add Chemical Data for a NEW Chemical.”
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VI. Report a Chemical Disclosure

Adding Data for a New Chemical

Main Menu

_ Wekome Test Manufactucer
Chemical

Q vz

CHEMICAL DISCLOSURE PROGRAM b

Last Login : 05/10201€ 0148 PM

@ conmcrus
) GUIDANCE FOR MANUFAC TURERS.

@ RePoRTNG M TRUCTIONS

Sutes betore navigating ewsy tom i page

Chemical Disclosure

(6] VERMONT DEPARTMENT OF HEALTH

rer Tost Manutocturer @

Tossday, May 10, 2016 LOGOUT

= Losour

a4te warere et e Ay

After clicking “Save this Disclosure and Add Chemical Data for a NEW Chemical” the

first chemical’s data moves down to the bottom of the screen, and you are now able
to select a different chemical.

You will be required to upload a new Brand Name/Product Model excel for any
additional chemicals that you report.

When you are done reporting all chemicals, click “Save this Disclosure and Pay” to
continue to the review screen.



VI. Report a Chemical Disclosure
Review Screen

7~~~ VERMONT -
DEPARTMENT OF HEALTH L1\ L

Main Menu

Wekcome Test Manutactures Last Login : 05102016 12.16 PM Tuesday, May 10, 2016 LOGOUT
(G VERMONT DEPARTMENT OF HEALTH Chemical Disclosure

—~ ! Q-Q*%-u

s P |
© contacrus

Chemical Disclosure

] GUIDANCE FOR MANUFACTURERS Manufacturer  Test Manufacturer
ﬂ REPORTING INSTRUCTIONS.
‘ VERMONT DEPARTMENT OF HEALTH

[ Losout

Expand All | Collapse Al

Manutacturer
Honvfoctrer
Test Manufac turer
Trade
Component Concentration 3
ks SYTth e Equal 1o or more than S00 ppm but less than 1,000 =
wbbec p pem No
94-13:3 Propyl paraben]
Chemical function  Component Concentration Brick '5""‘
s Moctures (gels
i s Equal 1o or more than 1,000 ppm but less than 10000330 Cleansing/Washing/Soap
Pilssnd 5,000 ppm Body o

Click here if you need to edit a disosure Click here if everything looks good and you are ready to pay.

swe 1o Payment Scroen

There are two disclosures here (circled in red) so the fee will be $400.

If everything on the screen is correct and you do not need to make any changes, click
“Continue to Payment Screen”

NOTE — Once you pay for a disclosure, data can be added to it, but you will not be
able to edit any of the information, so now is the time to make sure all is correct.

28



VIl. Pay for a Chemical Disclosure

CLICK THIS CHECK BOX TO INDICATE AGREEMENT WITH THE FOLLOWING STATEMENTS REGARDING

Vermont Department of Health will not provide refunds

I would like to pay using ...

Credit/Debit Card ACH

Credit | Credit Card Information: Billing Address: Filing Fee
Card CreditDeb Sost Addass:* No of Disclosure 2
Nus
§ i Fee per Disclosure $20000
City
Total Fee: $400.00
State
e Month ¥ Year 0 P 0K
v "
ACH | Account Information: Billing Address : Filing Fee
Bank Name * Street Address * No of Disclosure 1
Fee per Disclosure 5200 00
Bank Account Number * City
Total Fee: $200.00
Account Holder Name * State * -
Bank Account Type v Zip Code*
Routing Humber * Country

Check the box to indicate that you have read the refund statement.

Select either Credit/Debit or ACH for payment.

Paying with Credit/Debit — Fill in the credit/Debit Card information, add the payment
address, then click “Pay Securely using Credit Card.”

Paying with ACH — Fill in bank information, add the payment address, then click “Pay
Securely using ACH.”

From this screen, you can click “Back” to go back to the review screen.
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VII. Pay for a Chemical Disclosure
Payment Successful

7~~~ VERMONT -
DEPARTMENT OF HEALTH |(4L: L[ 1L

Main Menu

Welcome Test Manufacturer Last Login : 05/10/2016 0245 PM
VERMONT DEPARTMENT OF HEALTH Chemical Disclosure

CHEMCALDISCLOSURE PROGAAW Q -»G"@.’@

Tuesday, May 10, 2016 LOGOUT

Success

Chemical Disclosure has been submitted successfully
[ GUIDANCE FOR MANUFACTURERS

REPORTING INSTRUCTIONS Payment Group ID: 20160510145605

@ OF:HEALIR Disclosure ID(s) 0000025.75014-2016
0000025.94133.2016
[# LOGOUT

A copy of the payment receipt has been sent to the following email ID: gatnona brosius@vermmont gov

You will receive an email confirmation at the email address(es) provided

When your payment is accepted, you will see this screen.
You will also receive an email confirmation with a receipt attached.

Payment group ID — The payment group ID will appear on your receipt. It is a way to
identify the payment attached to the disclosures submitted.

Disclosure ID — The disclosure ID is a unique ID associated with the chemical that has
been reported in a reporting period.

30



VIll. Amend a Chemical Disclosure

DEPARTMENT OF HEALTH

Main Menu Welcome Test Manufocturer Last Login : 05/10/2016 02.45 PM Tuesday, May 10, 2016 LOGOUT

ﬂmmxﬂmuum Dashboard
CHEMICAL DISCLOSURE PROGRAM
Dastbeid My Disclosures

Trade
Disclosure®  ChemicalName  Submitted By o None 0 bobeterd Details
75014 Vinyl Test 000025 Test A A
chionde Manufacturer 9000025 Manutacturer VA - (2]
94-13.3 Propy! t 0025 Test " B
paraben Manufacturer 0000025 Manufacturer NA NA

Page 101 1, records 110201 2

Amending a chemical disclosure means adding more information to an existing
disclosure.

You can amend a disclosure if you have already paid for a chemical disclosure but
need to add more brand name/product model data, or additional function sets to the
disclosure.

Click “Amend a Chemical Disclosure” in the left menu.
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VIll. Amend a Chemical Disclosure

7~~~ VERMONT -
DEPARTMENT OF HEALTH | L0

e Meny Viekcome Test Manufacturer Last Login : 05/10:2016 02 45 PM

Select Disclosure 1D

Tuesday, May 10, 2016 LOGOUT

& Amena Chem

© cowtactus

Disclosure 1D

5-01-4 Vinyl chioride |
4-13-3 Propyl paraben |

(6 REPORTING INSTRUCTIONS
(6] VERMONT DEPARTMENT OF HEALTH
@ Locout

In the dropdown list, select the chemical disclosure that you would like to amend and
click “Continue.”
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VIll. Amend a Chemical Disclosure

»~ VERMONT
o S —

uuuuuuu
o Wekcome

(] VERMONT DEPARTMENT OF HEALTH b Chemical Disclosure Amendment

CHEMICAL DISCLOSURE PROGRAM
Q-9-a

Chemical Disclosure

Last Login : 05102006 02 45 PM Tuesday, Moy 10, 200 LOGOUT

© conmactus
O GUDANCE FOR MANUFAC TURERS e 1D 0000025-94133.2016 [%4.13.) Propy! paraben)]
(6 REPORTING WSTRUCTIONS

et Manatactures
(6] VERMONT DEPARTMENT OF MEALTH

54133 Propyl paraben
& Looout

Chamical Function  Component

uc,

You will see the previously-added (paid-for) data on the bottom of this screen.

The rest of the process is very similar to reporting a chemical disclosure, except that a
brand name/product model excel is not required.

There is no fee for amendments.

NOTE — If you add another product model/brand name excel file, the data in the new
excel file will be added to the data in any previous excel uploads. If you do not want
duplicated data on your record, only upload new brand name/product model data
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VIll. Amend a Chemical Disclosure

7~ .VERMONTM ‘
DEPARTMENT OF HEALTH

n
Main Menu 2

Last Login : 05/122016 09 14 AM Thursday, May 12. 2016 LOGOUT
’ﬂvmﬂnwwuuuu Chemical Disclosure Amendment
CHEMICAL DISCLOSURE

Q»wn

Chemical Disclosurs

© conmcTus

N GUIDANCE FOR MANUIACTURER'S. o (0 0000025.94133.2016 [34.13.3 Propy! paraben]

(] REPORTMG MSTRUCTIONS. o Tost Monufacturer

(&) VERMONT DEPARTMENT OF NEALTH Chemcal Abatracts Services Regntry N

'S 94133 Propyl paraben
& Looour

Chemical Function

Proser.ate
Yous newdy added dats wll sppes: o1

the bottom of the screen shier you Proser.tie
clch “Add Dta for thi Chmmical o

LT

When you amend a disclosure, the additional data appears at the bottom of the

screen. The new data will have edit/delete buttons next to it, but previously-added
data will not.

Once you are done amending this disclosure, click “Save and Continue to Review
Screen.”
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VIll. Amend a Chemical Disclosure

& = VCNVIVINI
DEPARTMENT OF HEALTH {81 et

Males Manu Wekcome Last Login : 06/032016 10,55 AM Friday, June 3, 2016 LOGOUT
(] VERMONT DEPARTMENT OF HEALTH Chemical Disclosure Amendment

= _ (.9 -0-@

& Amend Chemical Dscioture
© cowtacrus Chemical Disclosure
) GUIDANCE FOR MANUFACTURERS Disclosure 1D 0000025.941332016
(@] REPORTING INSTRUCTIONS. Manufacturer Test Manufacturer
VERMONT DEPARTMENT OF HEALTH Chemical Abstracts Services Registry Number
@ (CASY Chemical Name * 34133 Propyl paraben
8 LosouT
File Upload
Chemical Function ~ Component Concentration Brick
[——— Homogenous Mixtures (gels, creams. ponders, hquids, adhesives,  Equal 1o or more than 1,000 ppm bet less 10000330
— thetc fragrances than 5,000 ppm C hing/Soap - Body

Skin Care/Moisturising

[  Mixtures (gels, creams. powders, hiquids, adhesives,  Equal 1o or more than 1,000 ppm but less
oo

Homogenau
syrthetic fragrances

Review the data to make sure everything is correct.

If everything looks good, click “Continue.”

If you need to change anything, click the “Back to Edit” button.
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VIll. Amend a Chemical Disclosure
I

DEPARTMENT OF HEALTH

Main Menu

Last Login : 05/0372016 10 55 AM Friday, June 3, 2016 LOGOUT
(5] VERMONT DEPARTMENT OF HEALTH Chemical Disclosure Amendment
CHEMICAL DISCLOSURE

! 0-0-0@

Instructions.

2/ Disc
© conmactus

GUIDANCE FOR MANUFACTURERS.
m foe Chemical Disclosure Amended Successfully.

(8] REPORTING INSTRUCTIONS
(&) VERMONT DEPARTMENT OF MEALTH. Manutacturer Name  Test Manutacturer
@ LoGout Disclosure 1D 0000025.94133.2016
An email will be sent to CATRIONA BROSIUS@VERMONT GOV confirming that this disclosure has been
amended
=
63012 POC Techediogy c P T - —— ‘Bewort 2 Srobies?

A screen will display to indicate that the amendment was successful, and you will
receive an email confirmation.

Click “Done” to return to the dashboard.
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IX. Edit a Disclosure (Before Paying)

Chemical Disclosure

Manufacturer Test Manufacturer @

Chemical Abstracts Senices Registry Number
(CAS) Chemical Name - 54662 Diethyl phthalate [2]

Click Here to download the Brand Name and Product Model Excel upload template @

Upload Brand Name/Product Model Excel File =1 Test xisx

What is the chemical's primary function in the [+]
productr | “SeeCt- -le
Which companent of the product has the = What 1s the maximum concentration |
chemical?+ | “Select: _l @ ithe chemical in the component?* | “Select- _l (2]
Brick” | -Select- -|le Trade Secret: | No I

Chemical Function  Component Concentration Brick Actions
Homogenous Mixtures (gels, creams, powders, liquids Equal to or more than 500 ppm but less 10000761 Cosmetic ce
than 1,000 ppm Paints/Shimmers/Glitters

Adhese adheswes. synthetic fragrances)

Vermont Department of Health

If you are still in the disclosure screen, you can use the edit button (Red arrow is
pointing to it) to edit your disclosure.

In the above screenshot, imagine that the chemical function should have been
entered as “Fragrance” instead of “Adhesive.”

To make this change, click the edit button that the arrow is pointing to in the
screenshot.



IX. Edit a Disclosure (Before Paying)

Chemical Disclosure
Manufacturer Test Manufacturer @

Chemical Abstracts Senvices Registry Number

(CASY Chemical Name * | 84-66-2 Diethyl phthaiate o

Click Here to download the Brand Name and Product Model Excel upload template o

Uload Brand Name/Product Mode Exce Fie [ Soecrie | vpon: RS
What is the chemical’s primary function in the| =
product?* Fragrance D (2]

Which component of the product has the

What is the maximum concentration
chemical?.+ Homogenous Mixtures (gels, crez F‘ (2] v v v

of the chemical in the component?. | EQual to or more than 500 ppm I-/e

Brick® | 10000761 Cosmetic Pmls/snrmﬂo Trade Secret:  No §|°

Chemical Function  Component Concentration Brick Actions
Advesis Homogenous Mixtures (gels. creams, powders, liquids Equal to or more than 500 ppm but less 10000761 Cosmetic oe
adhesives, synthetic fragrances) than 1,000 ppm Paints/Shimmers/Glitters

Vermont Department of Health

When you click the edit button next to a disclosure, the function set will populate
with what you already selected.

Correct the function (and/or any other field that needs to be changed), then click
“Update Data for this Chemical to my Disclosure.”



IX. Edit a Disclosure (Before Paying)
T

Chemical Disclosure
Manufacturer Test Manufacturer @

Chemical Abstracts Services Registry Number
(CASY Chemical Name:* 84-66-2 Diethyl phthalate 0

Click Hera to download the Brand Name and Product Model Excel upload template e

Upload Brand Name/Product Model Excel File m m Test xdsx

What is the chemical's primary function in the

product?.+ |_“Select- Ll 2]
Which component of the product has the =l What is the maximum concentration =
chemical?. | “Select- 1=/ @ fthe chamicai i the componem?- | “SeeCt: e
Brick* | -Select- '| 9 Trade Secret:  No B [2]
Chemical Function  Component Concentration Brick Actions
Fragrance Homogenous Mixtures (gels, creams, powders, liquids. Equal to or more than 500 ppm but less 10000761 Cosmetic [ °
g adhesives, synthetic fragrances) than 1,000 ppm Paints/Shimmers/Glitters

After you click “Add Data for this Chemical to my Disclosure” you will see that the
function has been updated.

From this point, you can either continue adding more function sets, add data for a
new chemical, or save and pay.



X. Edit Profile

N
7~ VERMONT

Main Menu

Welcome Test Manufacturer Last Login : 06/10/72016 12:45 PM Friday, June 10, 2016 LOGOUT
(5] VERMONT DEPARTMENT OF HEALTH
CHEMICAL DISCLOSURE PROGRAM Profile

© Dashboard

= Manage Profiie  Step 1 ey

=« Report Chemical Disclosure Manufacturer ID Manufacturer Name

© Amend Chemical Disclosure 0000025 Step 2 TestManufacturer

@ contacTus

[ GUIDANCE FOR MANUFACTURERS
(&) REPORTING INSTRUCTIONS

(6] VERMONT DEPARTMENT OF HEALTH
[# Locout

Editing your profile:

To make changes to your profile, click on “Manage Profile” in the left menu, then click
the name of your company, which is a hyperlink.
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X. Edit Profile

7~ VERMONT M
DEPARTMENT OF HEALTH

Main Menu

Welcome Test Manufacturer Last Login : 05/10/2015 0118 PM Friday, June 10, 2016 LOGOUT
(] HEALTH Update Profile
CHEMICAL DISCLOSURE PROGRAM
© contacTus Manutacturer Information
) GUIDANCE FOR MANUFACTURERS. Name of Manufacturer * Test Manutacturer @)
i REPORTING ISTRUCTIONS Physical Address of Manufacturer @
(& VERMONT DEPARTMENT OF HEALTH Address line 1.* | 123 Test Manufacturer Street Address line 2
LoGouT Cty* Burington State *  Vermont v
Country * | United States - Zip Code: * 05402
Contact Person Information
Name: * Test Manufacturer Contact (2]
Address ine 1 | 234 Test Contact Street Address line 2
Cty*  Burington State: * | Vermont -
Country *  Untted States - Zip Code * 05402
Emai + CATONAbrOSUS@vermont.gov Bias gw) 1231234
Do you want to select a Trade Association who can report 3 Chemscal Disclosure on your behaif Yo @ *N@
e02C uc
Begorta Protiem?

From here, you can change anything about your profile, aside from the manufacturer
or trade association name.

You can also add more trade associations on this page.

Once you have made all desired changes, click “Continue.”



X. Edit Profile

N
7~~~ VERMONT

DEPARTMENT OF HEMTH_

Main Menu

Welcome Test Manufacturer

Last Login : 06/10/2016 01.18 PM
gmmum

Friday, June 10, 2016 LOGOUT
Update Manufacturer Profile
DISCLOSURE PROGRAM

6 CONTACT US Manufacturer Information
m p— < Name of Manufacturer. Test Manufacturer
Physical Address of Manufacturer
i REPORTING INSTRUCTIONS
Full Address: 123 Test Manufacturer Street, Burlington, VT, 05402, USA
i Cod i Contact Person Information
& LoGouT

Name: Test Manufacturer Contact

Full Address 234 Test Contact Street, Burlington, VT, 05402, USA
Email catriona.brosius@vermont.gov
Phone: (802) 1231234

Contact Person Information

Do you want to select a Trade Association who can report 3 Chemucal Disclosure on your behalf

Review your profile information.

If everything is correct, click “Update Manufacturer Profile.” (This will say “Update
Trade Association Profile” if you created a trade association profile).
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Contact Us

Mailing Address:
Chemical Disclosure Program
Environmental Health Division
Vermont Department of Health
108 Cherry Street, PO Box 70
Burlington, VT 05402

Telephone:
1-802-863-7495 (7:45am - 4:30pm M-F)
1-800-439-8550

AHS.VDHChemicalDisclosureProgram@vermont.gov

All emails will be answered within two business days

Vermont Department of Health

This is what you see when you click “Contact Us” on the left menu.
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